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MEMORANDUM FOR

SULJECT s Progress Report For Month of June 1957

1. Attached is the Records Center monthly statistical report
for the month of June 1957.

2. The following summarises the activity of the Branches during
the month:

A, Accesaicmg_gg

The Center ecalled upon the Logistice Office/Transportation
Division on two different cccasions to transfer a total of 333
cubic feet of material. Also, the Records Center Couriers trans-
ported a total of 321 cubic feet of material from the Headquarters
aves. The £5h cubiec feet of material accessioned is equivalent to
the volume of more than 81, four drawer, legal size file cabinets,
which have & replacement value of $838,939.

The month of June has shown an inecreased activity in items
received in Supplemental file. Total receipts on intelligence
material has reached aall-time high for the fiseal year of 18,201
items. Included in this figure is 5,821 "returns" of which b 105
itens were received from UBAF.

The Accessioning Branch has installed a space coantrol file,
Master Index for Space Alloeations, to help control and locate space
that has become vacant because of servicing. By using this file
personnel will not have to meke a physical cheeck as to availsble
spece.

The Accessioning Branch rendered assistance {o the ARO of
Troining in processing 11l cubic feet of records. After screening
and inventorying this material 52 cubic feet were accessioned and
59 cublic feet were moved into the disposal area for destruction.

. Reference
The Center furnished 3,240 items {0 requestors during the

month. Of this mumber 727 -itesis yere for record documents on loan.
This service aversged more than 3G items serviced per day.

During the month 210 eubic f‘eat of| ?terial was in-
1

ventorlied and processed. The inveantorying o
to a savings in space of 98 cubilc feet.

i
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c. Disposal

The records from Leglstics and Comptroller Office are
etill in the process of being identified with existing control
schedules.

YPARLY SUMMARY:

Fiseal year 1957 was one of steady growth for the Records Center.
As the fiseal yeai ended the totel holdings of the Center amounted to
33,079 cubie foet as compared to 27,903 cubic feet in custody July 1,
195C. This volune is equivalent to that of more than 4134, four
drawer, legpl size, file eabinets; which have a replacement value of
$1,170,99¢. With the development and implementation of Records
Control Schedules for =1l the offices in the DD/I and DD/S area, it can
be anticipated that the Center will be f£illed to 1ts capacity of 41,220
cubic feet before the end of fiscal year 1958.

During the year GO accessioming Jobs were handled and 7664
cubie feet of inactive records were accessioned. Also, there was
2,453 cubie feet of Intelligence material or 150,540 items received
for supplementel distribution.

The rise in the number of inquires was even more notable. The
Center received and serviced 94,067 raquest for documents and in-
telligence material in fiscal year 1957 this is 24 percent greater
thon the 75,02¢ request serviced 4n fiscal year 195C. As the
holdin:s on intelligence materisl and records inerease, it can be
anticipated that the reference service will inerease accordingly.

The Center's disposal program wes in high gear again with the
totel disposition smounting to 4,935 cubic feet. A total of 3,203
cubic feet of supplemental material and 1,072 cubic feet of records
vere either destroyed or transferred. The high figure on the dis- 7
position of supplemental material can te cbntributed largely to the
inventorying and establishing retention periods and stock levels.

This figure should be considerably less in the coming yearj however,
the disposition on record material should be greater.

In order to accomodate the increasing quantities of records
received in fiseal year 1957 nnd expected in 1958, larger quarters
are required. With the construction of the sddition to the Center
scheduled to began early in fiscal year 1558, the space problem,
which has Teen st a eritical stage for the past year, is finally
resolved. Tt seems as if fiscal year 1958 might solve many of the
problems which have existed - disposal and labor problems. Plans
are now underway to procure and install a communuting machine to
dispose of classified material and possibly laborers will be
assigned to the Center sometime in the early part of the year.

puLy ’ r
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I. ACCESSIONING, DISPOSITION, HOLDINGS eed ¥ W% AaTeria

. . REPOR ABL
ACTIVITY (Items 2 through 10 in cubic feet) EPEOR ITOIDNG FI_?.SA:SA¥EAR/ E?E gA'l”gH
Y. ACCESSION JOoBS (Number) o/
s RECORDS ACCESSIONED 73«,‘}-@%

RECORDS DISPOSED OF AT CENTER _ - WB

RECORDS TRANSFERRED FROM CENTER

RECORDS HOLDINGS

DISTRIBUTION MATERIAL RECEIVED

DISTRIBUTION MATERIAL D!SPOSED OF AT CENTER

DISTRIBUTION MATERIAL TRANSFERRED FROM CENTER

DISTRIBUTION MATERIAL HOLDINGS
TOTAL HOLDINGS

ololo|lvw|aju|slwln

. REFERENCE SERVICES /@/ ' b

\ i Facyi : /

, REPORT ING 'FISCAL YEAR ESTABL i1SH
SERVICE (Number) PER 10D TO DATE
11. RECORD DOCUMENTS LOANED T . ;)3\2';2 17
12. INFORMATIONAL REQUESTS (8 LAl -

13, INFORMATION REPORTS - . 209 h\“ _J)
I
i

.)@m e 7
(’1)‘() ,r‘/~

1S. ADMINISTRATIVE ISSUANCES R VY S
16. TOTAL : - 3000 «&5’9”\’9\0

t4. INTELLIGENCE REPORTS

[1i. DISTRIBUTION MATERIALS RECEIVED

epanive | FischL vewr
17. INTELLIGENCE REPORTS '
A. INITIAL RECEIPT ) V 1@§L, 1 2@152;
B. RETURNS )9@«3‘5‘1 S “"3'
18. ADMINISTRATIVE |SSUANCES 1,50 ﬁi&gze;)
19. TOTAL 3.2&;;.;.;, q““@yw i)

IV. REPRODUCTION SERVICES

PROCESS (No. of pages) REPPEORRITO'DNG FI?’SABA¥EAR .
20. 0ZALID g%,)\/ kL) :;;}m’ O R
21. PHOTOCOPY . 23“’ ﬂ n;&
22. DITTO P «5‘"5&
23, TOTAL e o g i

V. SHELVING UTILIZATION

REPORTING
PERIOD

h‘j_. 0’3{}:;

SPACE (Cubic feet)

24, TOTAL CAPACITY

25, UTILIZED

26. COMMITTED
|27. AVAILABLE
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RECORDS CifPER
RECORDS ¥OLOTGS AND DISPOSAL ACTIVITY FY 1957 (Cubie Feet)

i ed
Total Volume of Records Records Return
Organizati Becords Holdings iecords Actes- Destroyed +o Origrﬁ;s;gg
Companent; ____as of 30 June 195] stoned FY 1957 FY 1957 office ,
T 23 i L e -~
DD/S Area Sumary 7,752 1,539 129 L
DO/S Office Ko Y 2 -
General Counsel 17 16 - -
General Service 4o 1 3 -
Audit Staff 13 5 - "
Monagement Staff 105 28 11
Medical Staff 249 33 8 -
Commumnications 1 I -- 3
Comptroller 4,093 2o - 'i
Lozlstics 2,301 : 27 4
Personrel 515 63
Becurlty 90 - -; ‘
DD/I Ares Summary 8,184 uk 157
. DD/I Office R — - <
OCR 4150 12 232
: ORR L52 55 aan
* ONE 39 - -—
{)CI 1z —1 —
01C 1 -
08I 178 33 :é.e
00 858 259 273 1
0BI 150 15 - —
DD/P Ares Swmirry 0,085 2,543 - 958
M * - - .
., TCTAL VOLUME 22,648 7, 6k 543 1,129
C
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SUPPLEMENTAL DISTRIBUTLIOH [IOLDINGS AS OF 30 JUNE 1957 -

Organizational Camponent Cubic Feet of Records

ORI 8,271
OCR 39
OHE 35
DORR i7a
051 in
TR 5
00/FDD 830
0DO/FBID 106
KRECORDS CEITER 286
RCS 100
Reproduction iMasters for all Components 0

TOTAL: 10,431

The following is an explanation of the disposal znctivities on Supplemental
Digtritution material:

Cubice Feet
Eateltlishin;: stoek levels L5
HIS msintenance progranm 119
Hescinded Regulstions, Notices and Iandbocks 15
Estoblisiin; retention periods 1,170
Inventorying L7l

"TOTAL: 2,193

reres bR 105
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